
CATERING ASSISTANT

Key Responsibilities:

Del iver  required amount of  mi lk  to Pre-Prep and Prep Department before morning
break.

Del iver  fruit ,  water ,  tea,  coffee and anything else required to off ice staff  each
morning.

Prepare sandwiches for  staff  and grounds teams.  Check with Cater ing Manager for
any other sandwich requirements e .g.  packed lunches,  team teas,  staff  meetings
etc.

Assist  with the provis ion of  meals  to the Manor,  located on our neighbouring Senior
School  grounds,  jo ining team rotat ion working across both k i tchens.

Assist  with the food required for  Wraparound Care (am and pm),  preparing i f
necessary,  del iver ing i t  to  the relevant  locat ion and clear ing i t  away.

Be part  of  the pool  of  Cater ing staff  to work a  minimum of  2  evenings serving food
and dr inks at  School  evening events (such as the Nursery parents ’  welcome event ,
Head’s  dinners and year group leaving events) .

Maintain suppl ies of  tea,  coffee,  sugar and biscuits  in  the common room.
Responsible for  keeping the s ink,  surfaces and common room clean and t idy,
making coffee and sett ing out  biscuits  at  break t imes,  washing cups,  plates etc.

Preparing fresh fruit  for  luncht ime/snack t ime.

Preparat ion of  var ious salads for  the salad bar .

Assist  the Cater ing Manager with preparat ion of  vegetables ,  layer ing food etc.  i f
necessary.

Sett ing up of  the counters in  preparat ion for  luncht ime.  Ensuring al l  the necessary
equipment is  ready for  service.  Make sure a l lergy s igns are clear ly  displayed i .e .
egg,  dairy ,  g luten etc.

Work Monday to Friday, term time from 11.45am – 14.15 pm. Working on a rota system with
other catering team members for the provision of various aspects of the role. You will be
required to support on a minimum of two evening events each year (appropriate notice will be
provided):

Line Management: Catering Manager

Hours: 11.45am – 14.15 pm Monday - Friday



S e t  u p  c l e a r i n g  a re a  i n c .  d i r t y  c u t l e r y,  e m p t y  b u c k e t  f o r  w a s t e w a t e r,  b ro w n
b o x e s  f o r  c u p s  a n d  c l e a n i n g  c l o t h s  a n d  l i t t l e  b o w l s  f o r  w i p i n g  t a b l e s .

Ta k e  t u r n  i n  s e r v i n g  m e a l s  f o r  t h e  d a y,  c l e a r i n g  t a b l e s  a n d  w a s h i n g  d o w n
re a d y  f o r  n e x t  s e r v i c e  o r  d i s h w a s h e r  d u t y.  T h e s e  a re  d o n e  o n  a  ro t a t i o n
s y s t e m .

A f t e r  s e r v i c e  o f  l u n c h  t h e  c o u n t e r s  n e e d  t o  b e  c l e a re d  o f  a l l  f o o d  s t u f f ,
u t e n s i l s ,  s e r v i n g  d i s h e s  e t c .  T h e n  a s s i s t  i n  t h e  k i t c h e n  w i t h  d r y i n g  u p ,  p u t t i n g
a w a y,  s c r u b b i n g  p o t s ,  t a k i n g  r u b b i s h  t o  t h e  m a i n  b i n  e t c .

A s s i s t  w i t h  s e t t i n g  u p  t a b l e s  f o r  t e a m  t e a s  (o r  a n y  o t h e r  f u n c t i o n  i f  n e c e s s a r y) ,
h e l p i n g  t o  s e r v e  a n d  c l e a r i n g  a w a y.

C l e a r i n g  a n d  s a n i t i s i n g  a l l  w o r k  s u r f a c e s  a n d  c l e a n i n g  s i n k s .

E m p t y i n g  t h e  d i s h w a s h e r  a n d  c l e a n i n g  t h o ro u g h l y  i n c l u d i n g  s u r ro u n d i n g
a re a s .  R e f i l l  d i s h w a s h e r  i f  b e i n g  u s e d  a g a i n  o r  s w i t c h  o f f .

S w e e p ,  t h e n  m o p  a n d  d r y  t h e  f l o o r s  a t  t h e  e n d  o f  t h e  d a y.

P re p a re  b re a k f a s t  c l u b  a t  t h e  e n d  o f  t h e  d a y  f o r  t h e  f o l l o w i n g  m o r n i n g ,  i . e .
c e re a l  b o w l s ,  p l a s t i c  c u p s ,  c e re a l s ,  s u g a r,  s p o o n s ,  a p p l e  c o re r  a n d  b o a r d ,  j u g s
f o r  j u i c e .  E n s u re  c a r t o n s  o f  j u i c e  a p p l e  a n d  o r a n g e  a re  i n  t h e  f r i d g e .

M u s t  b e  p re p a re d  t o  c a r r y  o u t  a n y  o t h e r  d u t i e s  a n d  t r a i n i n g  (c o m p l i a n c e)
re q u i re d  b y  t h e  C a t e r i n g  M a n a g e r  o r  a  m e m b e r  o f  t h e  S e n i o r  Le a d e r s h i p
Te a m .

It is the post holder’s responsibility for promoting and safeguarding the welfare of children and
young persons for whom s/he is responsible, or with whom s/he comes into contact and to
adhere to and ensure compliance with the School’s Safeguarding Policy Statement at all times.
If in the course of carrying out the duties of the post, the post holder becomes aware of any
actual or potential risks to the safety or welfare of children in the School s/he must report any
concerns to the DSL.



Catering Assistant -Person Specification 

Essential Desirable
Method of

Assessment

Qualifications

The professional, technical
or academic qualifications
that the Applicant must have
to undertake the role or the
training that they must have
- there are no compulsory
qualification for this position

The professional, technical
or academic qualifications
that the Applicant would
ideally have to undertake the
role or the training that they
should ideally have received

 Appropriate Health and
Safety training  
Appropriate Food
Hygiene
certification/training · 
Drivers Licence · Manual 
Handling training

Applicant’s
Certificates

Experience

The categories of work or
organisations, types of
achievements and activities
that would be likely to
predict success in the role: 

Experience in a similar
role, ideally in a school

The categories of work or
organisations, types of
achievements and activities
that would be likely to
contribute to success in the
role: 

Previous experience in
another school 
Previous experience in a
busy kitchen 
Customer service 
Previous experience
multitasking and
responding quickly to
required tasks

Application
Form
Interview
Professional
References

Safeguarding

Strong commitment to
safeguarding and child
protection, including
knowledge of child
protection policies and
procedures.

Application
Form
Interview
Professional
References



Essential Desirable
Method of

Assessment

Skills

The skills required by the
Applicant to perform
effectively in the role:

 Hardworking 
 Organised 
Team player 
Multi tasking 
 Adaptability

The skills that would enable
the Applicant to perform
effectively in the role:

sense of humour 
creativity
communication  
attention to detail

Applicant’s
Certificates

Knowledge

The knowledge required by
the Applicant to perform
effectively in the role:

Stock rotation

The knowledge that would
enable the Applicant to
perform effectively in the role:

Nutrition for children  
Awareness of common
allergies

Application
Form
Interview
Professional
References

Personal
competencies
and qualities

The personal qualities that the
Applicant requires to perform
effectively in the role and to
ensure that the Applicant
safeguards and promotes the
welfare of children and young
people. 

Organizational skills 
Motivation to work within
a team, supporting each
other 
Positive, friendly attitude 
Good personal
management skills

The personal qualities that
would assist the Applicant to
perform effectively in the role:

Attention to detail  
Empathy 
Reliability

Application
Form
Interview
Professional
References
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